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SECTION  1:   Appropriation  and  Account  Management 

Account  management  should  be  a  primary  concern  of  Depart- 
ments throughout  the  fiscal  year.  This  is  especially  true 
when  scheduling  the  heavy  workload  of  transactions  relevant 
to  the  year  end  closing.  Many  of  the  account  management 
transactions  are  prerequisites  to  other  types  of  transac- 
tions. For  example,  intersubsidiary  transfers  (TS)  may 
frequently  precede  various  encumbrance  (PO  or  SC)  actions. 
Also,  the  account  management  transactions  require  approval 
of  Secretariats  and  the  Budget  Bureau  prior  to  completion  in 
MMARS  by  the  Office  of  the  Comptroller. 

It  is  the  responsibility  of  the  Departments  to  coordinate 
the  Secretariat  and  Budget  Bureau  approval  for  these  prereq- 
uisite transactions.  Departments  are  directed  to  work  with 
Secretariats  and  Budget  Bureau  to  resolve  any  issues  on 
spending  plans  as  quickly  as  possible  in  FY88  so  as  not  to 
delay  subsequent  accounting  transactions  necessary  to  the 
closing. 

The  instructions  presented  in  this  section  pertain  to  all 
types  of  accounts,  i.e.  regular  state  appropriations,  capi- 
tal appropriations  from  funds  financed  through  the  sale  of 
bonds,  expendable  trusts,  and  federal  grants. 

Supplemental  and  Deficiency  Appropriations 

Most  departments  will  not  be  affected  by  supplemental  or 
deficiency  appropriations  and  thus  should  be  following  the 
routine  closing  instructions.  For  ONLY  those  few  depart- 
ments which  will  be  affected,  special  treatment  will  be 
provided  by  the  Office  of  the  Comptroller  and  Budget  Bureau. 
This  special  treatment  will  involve  an  extension  of  dead- 
lines, changes  to  the  ASTA  table  for  continuing  accounts, 
use  of  MMARS  override  capacity,  and  other  activities  as 
relevant.  For  departments  that  will  be  affected  by  the 
enactment  of  supplemental  and  deficiency  budgets,  certain 
contingency  transactions  will  be  required.  These  contin- 
gency transactions  cannot  be  processed  successfully  by 
departments  after  June  30,  1988.  In  order  to  be  accepted  by 
MMARS,  the  contingency  transactions  will  require  overrides 
applied  by  the  applicable  central  control  department. 

To  obtain  such  overrides,  departments  must  follow  the  proce- 
dures outlined  below: 


1.  Complete  the  MMARS  transaction. 

2.  Obtain  appropriate  department  level  signature  ap- 
provals. 

3.  Enter  transaction  in  MMARS. 

4.  Quick-edit  transaction  until  the  ONLY  error  mes- 
sage on  the  document  screen  indicates  that  prior 
fiscal  year  activity  is  not  allowed. 

5.  Obtain  secretariat  level  approval  (where  appli- 
cable) on  the  transaction  input  form. 

6.  Prepare  a  cover  letter  requesting  override  and 
cite  the  relevant  appropriation  act  and  account 
number . 

7.  Forward  cover  letter  and  transaction  input  form  to 
the  appropriate  control  department. 

BUDGETARY  TRANSACTIONS:   ALL  OTHER  TRANSACTIONS: 

Budget  Bureau  Team       Supplemental/Deficiency 
State  House,  Room  272    Office  of  the  Comptroller 
Boston,  MA   02133        One  Ashburton  Place,  9th  Floor 

Boston,  MA   02108 
ATTN:  Ed  Stripinis 

ATTN:  Frank  Crowley 

Transaction  input  forms  will  be  retained  or  returned  to 
sending  department  in  compliance  with  records  management 
guidelines  set  forth  in  Section  8  of  the  closing  instruc- 
tions. 

SPECIAL  NOTE.  In  all  other  accounts  the  deadlines  set  forth 
in  this  section  will  be  strictly  enforced. 

Allocation  (AC) 

An  allocation  account  should  not  be  utilized  when  MMARS  ex- 
pense budget  capability  is  more  appropriate.  Most  alloca- 
tion account  activity  should  be  completed  in  April  or  May; 
only  final  end  of  year  adjustments  should  be  left  to  late 
May.  Online  Departments  should  input  AC  documents,  ensure 
that  the  proposed  transactions  are  in  Pend  3  status  on 
MMARS,  and  submit  AC  forms  (with  required  signatures  and 
explanation)  and  any  supporting  documentation  to  the  Budget 
Bureau  by  May  20,  to  facilitate  review  and  Pend  3  approval 
by  May  31.  Offline  Departments  also  should  submit  AC  forms 
and  documentation  to  the  Budget  Bureau  (which  will  input  the 
AC  documents)  by  May  20.  The  Budget  Bureau  will  do  the  data 
entry  and  Pend  3  approval,  again  not  later  than  May  31. 


"Parent"  departments  are  urged  to  process  any  decreasing  AC 
transactions  during  the  same  fiscal  year  in  which  the 
original  allocation  transaction  was  processed.  Attempts  to 
reduce  FY  '88  allocated  out  amounts  during  a  future  fiscal 
year  will  encounter  error  messages. 

Allotments  (AD 

Since  the  final  periodic  allotment  for  FY  »88  was  done  at 
the  end  of  March,  situations  requiring  ad  hoc  allotment  ad- 
justments should  be  very  rare  between  now  and  the  end  of 
June.  Online  Departments  should  input  AL  documents,  ensure 
that  the  proposed  transactions  are  in  Pend  3  status  on 
MMARS,  and  submit  AL  forms  (with  required  signatures  and 
explanation)  to  their  Secretariat  by  early  May;  Secretariats 
should  determine  specific  deadlines  for  their  Departments  as 
necessary.  Secretariats  should  sign  and  forward  approved  AL 
forms  to  the  Budget  Bureau  by  May  20,  to  facilitate  review 
and  Pend  3  approval  by  may  31.  Offline  Departments  (non- 
secretariat)  should  submit  AL  forms  (with  required  signa- 
tures and  explanation)  to  the  Budget  Bureau  (which  will  in- 
put the  AL  documents)  by  May  20. 

Intersubsidiarv  Transfer  (TS) 

Proposed  intersubsidiary  transfers  should  clearly  be  in  com- 
pliance with  Departments1  spending  plans  as  approved  by  Ad- 
ministration &  Finance.  Any  requested  transfer  which  varies 
from  the  spending  plan  must  be  preceded  or  accompanied  by  a 
full  and  clear  justification.  Online  Departments  should  in- 
put input  TS  documents,  ensure  that  the  proposed  transac- 
tions are  in  Pend  3  status  on  MMARS,  and  submit  TS  forms 
(with  required  signatures  and  explanation)  to  their  Secre- 
tariat by  early  May;  Secretariats  should  determine  specific 
deadlines  for  their  Departments  as  necessary.  Secretariats 
should  sign  and  forward  approved  TS  forms  to  the  Budget  Bu- 
reau by  May  20,  to  facilitate  review  and  Pend  3  approval  by 
May  31.  Offline  Departments  (non-secretariat)  should  submit 
TS  forms  (with  required  signatures  and  explanation)  to  the 
Budget  Bureau  (which  will  input  the  TS  documents)  by  May  20. 

Transfer  of  Appropriations  (TA) 

Transfers  of  appropriation  from  most  reserve  accounts  are 
the  responsibility  of  Administration  &  Finance,  often  ad- 
ministered by  the  Budget  Bureau.  In  those  cases  where  spe- 
cific statutory  provisions  authorize  Departments  or  Secre- 
tariats to  perform  transfers  of  appropriation,  the  following 
directions  are  provided. 


On-line  departments  with  the  proper  authorizations  will  en- 
ter the  documents  and  forward  the  copies  of  the  documenta- 
tion to  the  Office  of  the  Comptroller  for  Pend  5  approval. 

Off-line  departments  should  send  the  documents  directly  to 
the  Office  of  the  Comptroller  for  data  entry  and  Pend  5  ap- 
proval after  all  other  required  approvals  are  obtained. 

Collective  bargaining  or  reserve  transfers  will  be  entered 
by  the  Budget  Bureau  and  documentation  forwarded  to  the  Of- 
fice of  the  Comptroller  for  the  Pend  5  approval. 

Requests  to  transfer  appropriated  funds  must  always  be  ac- 
companied by  appropriation  language  which  authorizes  such  a 
transfer.  The  documentation  should  be  attached  to  the  TA 
input  form.   The  deadline  for  TA's  is  May  31. 

Expense  Budgets  (EB) 

Departments  using  Expense  Budgets  with  full  budgetary  con- 
trol (obligations  cannot  exceed  the  Budget  amount  for  a  bud- 
get line)  will  receive  an  error  message  if  the  account  ex- 
ceeds restrictions  as  stated. 

Departments  may  choose  to  use  presence  control  which  re- 
stricts the  expense  budget  to  a  particular  budget  line  and 
will  receive  a  warning  message  when  the  account  exceeds  the 
budget  line  limit  as  stated. 

Expense  budgets  are  controlled  by  Departments  but  specific 
information  must  be  established  in  various  tables  that  are 
controlled  by  the  Office  of  the  Comptroller  before  a  budget 
is  accepted  by  the  MMARS  system.  The  deadline  for  EB's  per- 
taining to  FY  '88  is  June  12. 

Departments  at  this  stage  of  the  fiscal  year  should  be  con- 
sidering expense  budgets  for  next  year  if  their  intention  is 
to  control  expenditures  in  this  manner. 

Revenue  Budgets  (RB) 

Requests  for  additions  or  adjustments  to  the  Revenue  Budget 
files  must  be  submitted  to  the  Accounting  Bureau  in  the  Of- 
fice of  the  Comptroller  and  reviewed  with  Budget  Bureau  no 
later  than  May  31,  1988.  Specific  documentation  with  a  com- 
plete explanation  must  accompany  the  request  citing  any 
statutes  that  cover  the  particular  adjustment.  Particular 
attention  should  be  made  to  distinguish  between  restricted 
and  non-restricted  revenues.  Restricted  revenues  affect  ap- 
propriation accounts;  non-restricted  revenues  are  not  avail- 
able for  expenditure  and  are  reported  as  revenue  to  the  Com- 
monwealth. 


Balances  Forwarded  (BF) 

The  formula  by  which  the  automated  balance  forward  (BF 
transaction)  amounts  are  calculated  appears  below.  For  all 
continuing  accounts  except  federal  grants  (FY  •  88  ASTA 
multi-year  indicator  =  Y,  appropriation  type  =01,  02  or 
03),  the  uncommitted  balance  will  roll  into  the  new  fiscal 
year  and  become  the  beginning  balance  in  FY  '89.  The  for- 
mula is  as  follows: 

Planned  savings 
Uncommitted  balance 
Balance  forwarded 
Beginning  balance 

Federal  grant  accounts  (appropriation  type  =  04)  require  a 
different  method;  the  balance  forward  amount  will  be  calcu- 
lated using  the  formula  listed  below: 


FY 

«88 

(plus) 

FY 

•88 

(equals) 

FY 

•88 

(equals) 

FY 

•89 

FY 

•88 

Expenditure  ceiling 

(less) 

FY 

•88 

Encumbrances 

(less) 

FY 

•88 

Payroll  hold 

(less) 

FY 

•88 

Expenditures  (including  fringe 
benefits) 

(equals) 

FY 

•88 

Balance  forward 

(equals) 

FY 

•89 

Beginning  balance 

The  first  automated  BF  transactions  will  be  generated  on 
July  9,  1988  and  will  be  generated  on  a  daily  basis  there- 
after through  the  end  of  the  accounts  payable  period. 

Departments  will  be  able  to  monitor  balance  forward  amounts 
for  accuracy  and  completeness  by  referring  to  FY  '88  Balance 
Forward  Amount  (APR  2)  and  FY  '89  Beginning  Balance  Amount 
(APR  1) .  Departments  are  urged  to  review  RPT240B  which  dis- 
plays balance  forward  and  reversion  amounts  and  RPT500A 
which  gives  current  status  of  each  appropriation/allocation 
account  by  subsidiary. 

Certain  regular  state  appropriations  (appropriation  type  01) 
may  not  be  included  in  the  daily  automated  balance  forward 
process.  These  accounts  will  balance  forward  only  a  partial 
amount  of  the  FY  ,88  uncommitted  balance  amount.  When  such 
accounts  and  amounts  are  identified  by  the  legislature,  Bud- 
get Bureau  will  control  the  BF  transactions  to  accomplish 
the  stipulated  amounts. 


Cash  Receipts  (CR)  in  Federal  Grant  Accounts 

Any  and  all  drawdowns  that  occur  after  July  1,  1988  will  be 
recorded  in  MMARS  as  FY  •  89  revenue  and  will  thus  be  posted 
to  FY  *89  APR  1.  When  doing  a  drawdown  for  FY  »88  and  FY 
'89  purposes,  the  department  will  be  required  to  complete 
two  (2)  CR  transactions  with  coding  information  as  shown 
below: 

CR#1:     Accounting  Period  =  01  89 
Budget  Fiscal  Year  =88 

CR#2:     Accounting  Period  =  01  89 
Budget  Fiscal  Year  =  89 

The  total  amount  of  CR#1  plus  CR#2  equals  the  total  drawdown 
amount.  CR#1  represents  the  amount  that  the  department 
wants  to  attribute  to  FY  '88.  If  you  are  doing  a  drawdown 
solely  for  FY  '88  purposes  one  clearly  marked  CR  is 
sufficient;  a  drawdown  solely  for  FY  '89  purposes  needs  only 
a  single  CR  marked  FY  '89. 

The  department  must  enter  both  CR  transactions  in  MMARS  and 
present  the  drawdown  request  and  both  CR  transactions  to  the 
Treasurer.  A  date-stamped  copy  of  CR#1  (coded  for  BFY  •  88) 
is  then  forwarded  by  the  department  to  Kathy  Still  in  the 
Office  of  the  Comptroller. 

NOTE:  Money  can  only  be  moved  backwards  from  FY  *89  to 
FY  '88  during  July  and  early  August. 

NOTE:  During  the  transition  from  FY  »88  to  FY  '89  the  IN 
transaction  is  to  be  used  only  as  a  GAAP  accrual 
mechanism;  do  not  use  the  IN  for  purposes  of 
moving  cash  in  federal  grants. 

Appropriation  (AA) 

The  Legislature  may  from  time-to-time  create  new  appropria- 
tion accounts.  Usually  this  occurs  in  the  annual  appropria- 
tions act  and  thus  the  establishment  of  the  account  is  an 
"opening"  issue.  However,  if  a  new  appropriation  is  created 
as  part  of  an  FY  •  88  deficiency  or  supplemental  appropria- 
tion, then  an  AA  transaction  will  need  to  be  done  for  the 
closing.  The  Budget  Bureau  initiates  and  controls  all  AA 
transactions . 


Negative  Balances 

It  is  imperative  that  departments  manage  their  accounts  very 
closely,  especially  accounts  with  negative  balances  in  any 
subsidiary.  These  negative  balances  must  be  reviewed  and 
resolved  in  a  timely  fashion:  an  account  cannot  close  on 
June  30  with  a  negative  balance.  Departments  should  take 
the  appropriate  action  necessary  to  resolve  this  problem  if 
it  exists. 

To  determine  if  such  a  condition  exists,  departments  should 
review  and  monitor  APR1  and  APR2  screens  and  RPT500A. 

The  Office  of  the  Comptroller  has  been  working  closely  with 
secretariats  to  resolve  these  situations  where  they  exist. 
To  that  end,  RPT380  is  now  provided  to  each  secretariat  as  a 
part  of  the  weekly  PHOBOS  reports  package.  This  report  is 
sorted  by  departments  within  the  secretariat  and  displays 
all  appropriations/subsidiaries  that  have  negative  balances. 

Conclusion 

Active  account  management  for  each  appropriation  and  trans- 
action type  cannot  be  overly  stressed.  It  is  especially  im- 
portant that  old  and  outstanding  documents  in  the  suspense 
file  be  managed.  A  schedule  should  be  established  whereby 
old  business  is  cleaned  up  as  quickly  as  possible.  It  is 
recommended  that  active  steps  be  taken  to  resolve  and  obtain 
final  spending  plan  approval  from  Administration  and 
Finance,  so  that  all  transactions  aligning  subsidiaries,  al- 
loting  funds  or  adjusting  allocations  can  be  conducted  by 
May  31  and  all  transactions  which  implement  spending  deci- 
sions can  be  implemented  by  June  15.  Remember  the  transac- 
tions outlined  in  this  section  are  prerequisites  to  many 
other  documents  and  transactions  that  a  department  is  at- 
tempting to  process. 

It  is  the  responsibility  of  each  department  and  secretariat 
to  ensure  that  their  transactions  are  done  in  a  sufficiently 
timely  manner  to  allow  subsequent  encumbering  and  spending. 
Transactions  requiring  Secretariat  or  Budget  Bureau  approval 
must  be  in  Pend  3  status  when  forwarded  for  approval,  and 
include  all  required  signatures  and  explanations.  Depart- 
ments should  contact  Frank  Crowley  on  the  Implementation 
Team  for  specific  information  involving  exceptions  or  devia- 
tions to  these  instructions. 


SECTION  2:   Encumbrance  Management 

MMARS  is  an  encumbrance-based  system,  which  means  that  all 
payment  of  bills  must  reference  a  pre-established  encum- 
brance. Another  way  to  say  this  is  that  a  management  deci- 
sion to  commit  resources  of  the  Commonwealth  is  converted 
into  an  accounting  transaction  called  an  encumbrance  which 
is  subsequently  liquidated  by  the  payment  of  bills  (or  by 
processing  a  modified  MMARS  transaction  to  reduce  an  over- 
encumbered  (over-obligated)  amount  to  zero) . 

Therefore,  encumbrances  must  be  established  for  the  entire 
FY  '88  accounts  payable  mode  of  business  for  all  accounts. 
This  pertains  to  all  types  of  accounts,  i.e.  regular  state 
appropriations,  capital  appropriations  from  funds  financed 
through  the  sale  of  bonds,  expendable  trusts,  and  federal 
grants.  The  system  will  automatically  reject  payment  of 
bills  in  the  FY  '88  accounts  payable  mode  (July  and  August) 
unless  a  pre-established  encumbrance  document  is  referenced. 

In  the  second  year  of  MMARS,  departments  have  gained  sub- 
stantial experience  in  financial  management.  As  a  result, 
most  departments  have  planned  and  managed  according  to  the 
Office  of  the  Comptroller's  encumbrance  policies  and  proce- 
dures. This  office  is  extremely  appreciative  of  the  many 
departments  who  responded  to  the  requests  and  demands  of 
this  office. 

As  discussed  with  departments  in  user  meetings  in  March, 
most  accounts  payable  payments  are  expected  to  be  fully  paid 
and  accounted  for  by  August  31  (instead  of  the  traditional 
October  31  date) .  Additional  instructions  on  procedures  to 
request  extension  to  the  August  31  deadline  will  be  issued 
at  a  later  date. 

When  establishing  encumbrance  amounts  for  accounts  payable 
prior  to  the  implementation  of  MMARS,  the  common  practice 
was  to  "estimate  high,"  and  frequently  reserve  more  funds 
than  necessary.  This  practice  was  somewhat  understandable 
given  the  paucity  of  control  and  planning  tools  under  the 
old  accounting  system.  Such  "guessing"  for  encumbrance  pur- 
poses represents  poor  financial  management;  it  also  has  the 
effect  of  committing  funds  which  otherwise  revert  to  surplus 
as  of  June  30  and  thus  lessens  the  accuracy  of  the  Common- 
wealth's financial  statements.  Each  Department  is  directed 
to  conduct  a  detailed  and  meaningful  analysis  of  its  ac- 
counts payable  encumbrance  requirements  and  reserve  amounts 
in  encumbrances  for  accounts  payable  which  represent  exact 
(not  "estimate")  requirements. 
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Pre-encumbrances  (SR.  DR.  PS.  RX) 

This  section  discusses  the  pre-encumbrance  procedures  which 
should  be  followed  by  departments  during  the  FY88  closing 
period. 

a)  Departments  who  have  not  as  yet  pre-encumbered  for  or- 
ders which  are  over  $500,  are  not  on  a  price  agreement 
and  are  therefore  required  to  go  through  the  bidding 
process,  should  complete  their  RX  processing  by  April 
1,  1988.  This  due  date  was  communicated  to  all  depart- 
ments at  the  last  department  users  meeting  by  the  State 
Purchasing  Agent. 

b)  Departments  who  required  the  AF29  request  form  approval 
should  process  FY  '88  DR/DS  transactions  no  later  than 
the  close  of  business,  April  15,  1988.  The  DR/DS 
transactions  must  be  approved  by  BSPP.  The  approval  of 
these  transactions  occurs  only  after  the  AF29  form  con- 
tains all  the  required  signatures  and  has  been  date- 
stamped  at  the  Office  of  the  Comptroller. 

c)  The  last  date  for  SR  processing  is  also  April  15,  1988. 
Departments  should  conduct  their  final  FY  '88  SR  trans- 
actions by  this  date  and  insure  that  all  SR  processing 
requirements  have  been  fulfilled  properly. 

Any  pre-encumbrance  which  exists  on  the  system  in  one  of  the 
"suspense"  categories  (e.g.  reject,  hold,  etc.)  must  be 
either  converted  into  the  relevant  encumbrance  or  deleted  by 
April  15  or  as  soon  as  possible  thereafter.  There  should  be 
no  FY  '88  pre-encumbrances  in  the  system  in  any  status  what- 
soever by  the  end  of  April.  The  Office  of  the  Comptroller 
will  not  approve  activity  relating  to  FY  '88  pre-encum- 
brances after  April  30. 

Encumbrances  (SC.  SM.  CB.  LP.  PP.  PG.  PN.  PP.  PX) 

For  ease  of  presentation,  the  following  instructions  are  di- 
vided into  two  categories:  contract  encumbrances  and  other 
types  of  encumbrances. 

Contract  Encumbrances  (SC.  SM.  CB)  -  It  is  very  important 
that  Departments  manage  the  work  load  of  encumbrance  acti- 
vity relating  to  contracts  in  April,  so  that  only  final  ad- 
justment activity  remains  in  May.  All  "old"  transactions  on 
the  system  in  one  of  the  suspense  categories  (i.e.  reject, 
hold,  Pend  5,  etc.)  should  be  resolved  or  deleted  by  May  15: 
in  other  words  eliminate  any  backlog  of  business  by  this 
date. 


The  following  reports  are  management  tools  to  provide  a 
basis  of  information  to  determine  the  correct  amount  of  the 
encumbrances . 

RPT  34 1A  Transaction  by  Appropriation  and  Subsidiary 

RPT  63 OA  Ready  Payment  Disbursement  History 

RPT  63 3 A  Ready  Payment  Contracts 

RPT  63 4 A  Ready  Payment  Vendors 

RPT  63 8A  Monthly  Inventory  of  Service  Contracts 

RPT  620A  Open  Encumbrances 

Each  Department  must  analyze  every  contract,  determine  the 
proper  amount,  and  execute  the  relevant  encumbrance  or 
change  to  encumbrance  type  transaction  as  early  as  April  30 
but  not  later  than  June  15. 

After  April  15,  the  use  of  SC,  SM  or  CB  transactions  should 
be  limited  to  establishing  the  final  FY88  amount  pursuant  to 
the  analysis  described  previously.  Thus  the  time  period  of 
April  through  May  should  be  used  to  implement  the  final  en- 
cumbrance activity  and  establish  the  correct  basis  for  the 
FY  ,88  accounts  payable  mode  of  operation.  It  is  expected 
that  the  only  purpose  of  SM  transactions  processed  between 
June  15  and  the  end  of  the  accounts  payable  period  will  be 
to  reduce  encumbrances. 

For  on-line  departments,  final  encumbrance  activity  for  FY 
•88  must  be  entered  into  the  system  by  June  15.  The  Office 
of  the  Comptroller  will  not  render  "Pend  5"  approval  after 
June  15. 

For  off-line  departments,  final  encumbrance  activity  for  FY 
•88  must  be  communicated  to  Document  Control  in  the  Office 
of  the  Comptroller  by  June  15  in  order  to  assure  data  entry 
into  the  system.  Items  received  after  that  date  will  not 
receive  "Pend  5"  approval. 

Departments  are  reminded  that  all  FY  '88  payment  of  bills  in 
the  FY  '88  accounts  payable  mode  of  operation  must  reference 
a  previously  established  encumbrance.  Thus  it  is  essential 
that  correct  encumbrances  in  the  correct  amounts  be  created, 
entered  and  approved  in  the  system  within  this  timetable. 

NOTE;  Open  order  SC's  supported  by  03  payrolls  must  be  liq- 
uidated by  the  end  of  the  fiscal  year.  Departments  are 
reminded  to  include  travel  expenses  in  the  calculation  of 
the  FY  *88  amount.  Any  portion  of  03  SC's  supported  by  03 
payrolls  that  will  not  be  expended  by  June  30  should  be  de- 
creased to  zero  with  an  SM  transaction. 
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NOTE:  To  assist  departments  in  their  contracting  process 
for  the  opening  of  FY  '89,  a  new  program  has  been  developed 
to  be  used  during  the  transition  between  FY  '88  and  FY  '89. 
The  objective  of  the  program  will  be: 

a)  To  create  certain  roll-over  SC's  with  an  end  date  of 
6/30/88  which  are  likely  to  be  renewed  into  a  "SR" 
shell  in  FY  '89. 

b)  To  roll-over  multi-  or  cross-fiscal  year  contracts  into 
approved  contracts  (SC's,  LO's)  in  FY  '89. 

Since  the  purpose  for  multi/cross  fiscal  roll  of  service 
contracts  is  to  roll  eligible  contracts  into  an  approved 
status  in  FY  ,89,  departments  are  required  to  differentiate 
between  FY  '88  and  FY  '89  obligations.  This  means  that 
departments  must  be  sure  to  create  additional  lines  identi- 
fying future  obligations.  If  an  SM  is  needed  to  achieve 
this  goal,  the  SM  must  be  in  an  approved  and  "done"  status 
by  April  30,  1988.  For  detailed  instructions  on  this, 
please  read  the  MMARS  memo  #80. 

Open  order  SC's  will  not  roll-over.  PO,  PN,  PG  or  PD  en- 
cumbrances will  not  roll-over.  For  contracts  all  fields 
will  be  completed  in  the  "shell"  except  the  following: 
ready  payment,  number  of  units,  rate,  line  amount  and  docu- 
ment total.  For  leases  all  fields  will  be  completed  in  the 
shell  except:   recurring  payment  and  dollar  amount. 

NOTE:  For  multi-year  encumbrances  in  continuing  accounts  it 
is  necessary  to  establish  and  segregate  the  encumbrance  that 
pertains  to  FY  '88  from  the  encumbrance  that  pertains  to  FY 
'89.  This  segregation  of  encumbrances  by  Fiscal  year  is 
very  important  for  financial  reporting  and  control  purposes. 

Other  Encumbrances  (LP.  PO.  PG.  PD.  PE.  PN.  PX) 

As  discussed  previously,  it  is  important  that  Departments 
manage  the  workload  so  that  only  final  adjustment  activity 
remains  in  May.  The  cutoff  for  requisitions  to  the  Purchas- 
ing Agents  Division  (for  PN's)  is  April  1.  All  "old"  trans- 
actions which  exist  on  the  system  in  one  of  the  suspense 
categories  (i.e.  reject,  hold,  Pend  5  etc.)  should  be 
resolved  or  deleted  by  May  15,  1988. 

The  following  reports  will  help  in  determining  the  proper 
amount  to  encumber  for  accounts  payable  purposes. 

RPT  69 5A  Lease  Orders  by  Department 
RPT  62 0A  Open  Encumbrances 
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Each  department  must  analyze  every  encumbrance  (using  these 
reports  and  any  other  information  they  possess) ,  determine 
the  proper  amount,  and  execute  the  relevant  encumbrance  or 
change  to  encumbrance  type  transaction  as  early  as  possible, 
but  not  later  than  June  15. 

NOTE  FOR  ALL  DEPARTMENTS  (EXCEPT  THOSE  EXEMPT  BY  SPECIAL 
STATUTE) ;  All  FY  '88  encumbrance  activity  after  June  16  will 
require  a  CTR  pend  5  approval.  This  change  from  routine 
procedure  (a  PO,  PG,  PD,  PE,  PN  or  PX  encumbrance  does  not 
usually  require  a  pend  5  approval)  will  help  assure  accurate 
encumbrances  at  the  end  of  the  year.  Departments  will  be 
required  to  enter  such  "late"  encumbrances  into  MMARS  and 
edit  the  documents  so  that  the  only  error  message  is  the  CTR 
pend  5  approval.  At  that  time  departments  will  send  the  in- 
put form  with  relevant  backup  justification  to  CTR  for 
review  and  possible  approval. 

Since  departments  have  been  advised  two  months  early  that 
all  Comptroller  approvals  should  be  obtained  by  early  June, 
the  approval  of  transactions  entered  after  the  due  date  will 
have  a  low  priority  during  the  closing  and  opening  activi- 
ties. Additional  instructions  on  this  special  end  of  year 
pend  5  encumbrance  review  will  be  distributed  as  we  approach 
the  end  of  June. 

NOTE:  Departments  are  reminded  that  all  FY  '88  payment  of 
bills  and  payment  of  intragovernment  transactions  (IV s)  in 
the  FY  '88  accounts  payable  mode  of  operation  must  reference 
a  previously  established  encumbrance.  Furthermore,  depart- 
ments should  process  new  or  modify  their  existing  inter- 
governmental PO's  to  non  object  code  specific  (PO  without 
object  code).  This  will  enable  departments  to  process  IV s 
against  several  object  codes  instead  of  having  to  pay  on 
specific  (pre-determined)  object  codes.  Thus  it  is  essen- 
tial that  correct  encumbrances  in  the  correct  amounts  be 
created  and  entered  and  approved  in  the  system  within  this 
timetable. 

NOTE;  In  order  to  successfully  close  the  books  of  the  Com- 
monwealth and  eliminate  negative  balances  on  accounts,  it 
has  been  decided  that  the  purchase  order  tolerance  limit 
will  be  set  to  zero  %.  In  other  words,  all  Payment  Vouchers 
(PVs)  processed  during  the  accounts  payable  period  must  be 
referenced  by  an  encumbrance  document  which  should  contain 
sufficient  funds  to  cover  the  entire  amount  of  the  PVs. 
All  PVs  which  do  not  conform  to  these  instructions  will 
reject  and  will  not  generate  checks. 
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Payments  (PV.  Invoice  Warrant.  RP.  IV) 

In  the  FY  '88  accounts  payable  mode  of  operation  all  payment 
transactions  must  reference  a  previously  established  en- 
cumbrance. Departments  should  manage  payments  to  eliminate 
backlog  from  prior  months  so  that  there  is  not  an  excessive 
amount  of  bill  paying  crammed  into  the  FY  »88  accounts  pay- 
able mode  during  July  and  August.  Departments  should  en- 
courage, if  not  require,  vendors  to  deliver  goods  and  serv- 
ices and  render  a  timely  bill.  In  a  manner  similar  to  en- 
cumbrances, Departments  should  resolve  all  items  in  the  sus- 
pense file  (i.e.  hold,  reject,  etc.)  by  May  15  so  that  the 
last  six  weeks  of  the  fiscal  year  are  devoted  to  more  cur- 
rent activity.  MMARS  reports  provide  information  to  help 
departments  plan  and  control  the  payment  transactions. 

RPT  341A  Transactions  by  Appropriation  and  Subsidiary 
RPT  636A  Payments  Against  Service  Contracts 

The  last  ready  payment  (RP)  for  contracts  ending  June  30 
will  be  made  on  May  26.  Any  remaining  payment  to  those  con- 
tracts must  be  executed  with  a  PV  transaction. 

The  deadline  for  expenditure  of  advance  (EA)  transactions 
for  FY  '88  advances  is  July  3.  See  Section  3  on  Advance 
Management  for  more  information. 

The  last  warrant  for  FY  *  88  business  will  be  produced  on  the 
night  of  June  30?  all  payment  transactions  after  that  date 
will  be  processed  in  the  FY  •88  accounts  payable  mode  of 
business.  For  on-line  departments,  it  is  strongly  recom- 
mended the  deadline  to  hit  the  last  warrant  be  June  30.  For 
off-line  departments  the  documents  must  be  delivered  to 
Document  Control  by  June  27. 

Invoice  warrants  are  treated  by  MMARS  as  a  PV  (type  9) . 
Thus  FY  '88  invoice  warrants  for  FY  •88  to  be  paid  in  the  FY 
'88  accounts  payable  mode  of  operation  must  reference  a  pre- 
viously established  encumbrance.  Also  intergovernmental 
voucher  transactions  (IV)  for  FY  '88  to  be  paid  in  the  FY 
•88  accounts  payable  mode  must  reference  a  previously  estab- 
lished encumbrance. 

NOTE:  During  the  months  of  July  and  August  it  is  very  im- 
portant to  separate  and  identify  PV's  and  other  transactions 
pertaining  to  FY  '88  from  those  pertaining  to  FY  '89.  The 
Office  of  the  Comptroller  has  set  forth  recommendations  in 
Chapter  3  of  the  MMARS  Procedures  Manual  on  how  to  assign 
document  identification  numbers  to  support  recognition  of 
transactions  by  fiscal  year.  The  Departments  are  strongly 
encouraged  to  follow  these  recommendations. 
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FY  *  88  accounts  payable  business  will  end  by  August  31,  1988 
instead  of  October  31,  1988.  This  is  a  major  shift  from 
prior  years'  practice.  Departments  now  have  to  plan,  or- 
ganize, coordinate  and  manage  their  FY  '88  accounts  payable 
business  effectively  and  efficiently  within  a  2  months  pe- 
riod. As  a  result,  departments  must  initiate  an  aggressive 
course  of  action  to  conclude  the  accounts  payable  operation 
as  of  August  31,  1988. 

Encumbrance  management  is  one  of  the  key  indicators  of  over- 
all fiscal  management  ability.  A  strong  performance  on  en- 
cumbrance management  has  many  benefits,  and  a  poor  perfor- 
mance will  cause  many  problems.  In  support  of  better  encum- 
brance management,  the  State  Auditors  Office  conduct  depart- 
ment-based reviews  to  determine  the  accuracy  of  encumbered 
amounts  for  accounts  payable  and  the  completeness  of  depart- 
ment work  papers  and  supporting  documentation. 

Managing  the  workload  to  eliminate  backlogged  business  will 
be  very  important  to  success.  It  is  the  responsibility  of 
the  departments  to  contact  the  Vendor  Payment  and  Certifica- 
tion Unit  for  specific  information  involving  exceptions  to 
these  instructions. 


14 


SECTION  3:   Advance  Management 

The  Office  of  the  Comptroller  recognizes  that  certain  spe- 
cialized department  activities  may  be  appropriately  and  ef- 
ficiently supported  by  advances.  Therefore,  under  approved 
circumstances  the  Comptroller  will  allow  a  department  to 
draw  funds  via  an  advance  into  a  department-administered 
checking  account  (the  checking  account  must  be  established 
pursuant  to  instructions  from  the  State  Treasurers  Office) . 
At  the  end  of  the  accounting  period  or  the  end  of  the  fiscal 
year  the  department  must  account  for  all  advances.  This  ac- 
counting is  performed  through  documentation  of  the  expendi- 
ture of  the  advance  (EA)  or  cash  repayment  of  any  balance 
remaining  in  the  advance  (AR) . 

All  FY  f88  advances  must  be  completely  accounted  for  as  soon 
as  possible  before  the  close  of  FY  '88,  with  final  account- 
ing not  later  than  July  3,  1988.  There  is  no  acceptable 
reason  why  complete  accounting  cannot  be  performed  within 
these  deadlines. 

The  Office  of  the  Comptroller  has  set  a  goal  to  ensure  that 
FY  •  88  advances  are  accounted  for  by  July  3,  1988.  On  March 
16,  1988,  a  letter  was  sent  to  departments  who  had  70%  unex- 
pended balance  on  their  OPAT  table.  The  purpose  of  the  let- 
ter was  to  remind  departments  to  initiate  a  corrective  ac- 
tion by  either  completing  an  EA  to  capture  expenditures  or 
preparing  an  AR  to  return  the  money  to  the  Treasurer. 

It  is  imperative  that  departments  reduce  advances  to  zero 
and  to  demonstrate  effective,  efficient  and  proper  manage- 
ment of  the  funds  of  the  State. 

Request  for  Advance  (RA) 

On-line  departments  may  enter  their  RA»s  as  late  as  May  27, 
1988,  providing  that  proper  documentation  reaches  the  Comp- 
troller's office  by  June  6,  1988. 

Off-line  departments  are  required  to  submit  their  Request 
for  Advance  Input  Forms  by  June  3,  1988,  in  order  to  allow 
sufficient  time  for  data-entry  and  Pend  5  approval. 

FY  *88  advances  will  not  be  used  to  pay  for  FY  »89  expenses. 

The  Office  of  the  Comptroller  will  only  approve  emergency 
requests  for  advances  after  June  6,  1988.  These  requests 
for  advances  must  be  submitted  to  the  Vendor  Payment  Cer- 
tification Unit  with  a  letter  of  justification.  An  example 
of  an  emergency  acceptable  is  "type  03  financial  assistance 
programs  and  Medicaid  payment." 
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Departments  should  be  examining  and  correcting  RA's  which 
exist  in  the  suspense  file  (i.e.  hold,  reject,  Pend  5  etc.) 
to  eliminate  any  backlog.  The  suspense  file  should  not  have 
any  FY  '88  RA's  in  any  status  by  June  30,  1988.  The  screen 
should  reflect  only  FY  '89  RA  activity.  FY  '89  RA  Document 
ID  will  begin  with  a  9  following  the  organization  4  digit 
number. 

Report  69 0A  "Advances  Received,  Returned,  and  Expended  by 
Appropriation  within  Department"  will  be  distributed  to  each 
department  to  help  examine  the  status  of  outstanding  ad- 
vances. All  outstanding  advances  must  be  accounted  for  and 
amounts  not  used  initially  returned  to  the  Treasurer  by  June 
15,  1988.   The  final  deadline  is  by  July  3,  1988. 

Most  of  June's  effort  should  be  dedicated  to  reconciling  the 
advances  and  minimizing  the  outstanding  amounts  as  of  June 
24,  1988.  Thus  only  the  last  week  of  June  will  need  to  be 
accounted  for  by  July  3,  1988. 

Expenditure  of  Advance  (EA) 

Departments  should  be  examining  and  correcting  EA's  that  ex- 
ist in  the  suspense  file  (i.e.  reject,  hold,  etc.)  to  elim- 
inate any  backlog  by  May  15.  It  is  the  policy  of  the  Comp- 
troller's office  that  EA's  be  processed  at  least  once  a 
month.  The  Office  of  the  Comptroller  will  strictly  enforce 
this  policy. 

On-line  departments  may  enter  final  FY  '88  EA's  up  to  July 
3,  1988. 

Off-line  departments  must  submit  final  FY  '88  EA's  to  the 
Office  of  the  Comptroller  for  data  entry  no  later  than  July 
2,  1988. 

NOTE:  Expenditures  of  Advances  must  reference  an  encum- 
brance document.  Therefore,  encumbrances  set  aside  to  cover 
requests  for  advances  must  eventually  be  liquidated  or 
modified  and  reduced  to  zero  by  placing  an  "F"  on  the  final 
EA.  Amounts  reduced  will  be  returned  to  the  appropriation/ 
subsidiary  uncommitted  balance. 

The  status  of  all  FY  '88  EA's  in  the  suspense  file  must  be 
resolved  by  July  3,  1988. 

Advance  Refund  (Cash  Repayment  of  Advance)  (AR) . 

The  last  date  for  the  Comptroller  to  approve  FY  '88  AR's  is 
July  3,  1988. 


16 


On-line  departments  may  enter  their  AR's  as  late  as  July  6, 
1988,  providing  that  proper  documentation  is  present  at  the 
State  Treasurer's  Office  by  12:00,  noon,  July  6,  1988. 

Off-line  departments  are  required  to  submit  their  Advance 
Refund  Input  Forms  to  the  Office  of  the  Comptroller  by  July 
1,  1988,  in  order  to  allow  sufficient  time  for  data-entry 
and  get  the  transaction  to  Pend  5  status.  Proper  documenta- 
tion must  be  presented  at  the  State  Treasurer's  Office  by 
12:00,  noon,  July  3,  1988. 

The  Office  of  the  Comptroller,  Vendor  Payment  Certification 
Unit  will  prepare  the  final  accounting  for  advances  used  in 
Ready  Payments.  Ready  Payment  System  departments  using 
dynacash  09801  must  send  a  letter  by  June  15,  1988  request- 
ing the  amount  of  the  advance  by  appropriation  that  may  be 
returned  to  the  Treasurer's  Office  to  the  Office  of  the 
Comptroller:  Attn:  Vendor  Payment  Certification  Unit.  The 
Office  of  the  Comptroller  will  prepare  the  Ready  Payment 
System  AR  account  #  09801. 

To  reiterate,  all  FY  '88  advances  must  be  completely  ac- 
counted for.  Departments  are  also  reminded  to  execute  all 
relevant  encumbrance  type  transactions  to  set  up  the  FY  '88 
accounts  payable  mode  of  operation.  No  FY  '88  accounts  pay- 
able will  by  supported  by  advances;  all  accounts  payable 
obligations  must  be  supported  by  encumbrances. 

It  is  the  policy  of  the  Office  of  the  Comptroller  not  to  ap- 
prove requests  for  advances  to  open  FY  '89  business  until 
there  has  been  a  complete  accounting  for  all  FY  '88  ad- 
vances. In  addition,  the  State  Auditors  Office  will  be 
reviewing  departmental  checking  accounts  to  determine  com- 
pliance with  the  requirements  of  advance  management. 

Any  request  for  exception  or  deviation  to  this  instruction 
should  be  directed  to  the  Vendor  Payment  Certification 
Bureau  in  The  Office  of  the  Comptroller. 
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SECTION  4 :   Payroll  Management 

This  section  of  the  closing  instructions  encompasses  the 
procedures  and  timelines  to  be  followed  in  processing  all 
payrolls.  Special  attention  should  be  given  to  expedite 
payroll  refunds  and  payroll  rejects  in  order  to  provide 
clear  and  accurate  accounting  records  for  FY  '88. 

Payroll  Rejects  (PR) 

It  is  required  that  all  payroll  reject  transactions  (PR)  be 
corrected  and  cleared  by  May  13,  1988.  You  are  required  to 
correct  the  PR  transaction  every  week  thereafter  immediately 
following  the  payroll  process  to  ensure  that  all  transac- 
tions in  Suspense  have  been  charged  to  the  correct  appro- 
priation accounts.  Under  no  circumstances  can  payroll  re- 
ject transactions  (PR)  for  FY  '88  be  processed  beyond  June 
30,  1988. 

Monthly  Payrolls  on  Comptroller's  Computerized  System 

FY  '88  Payrolls  for  June  1988  must  be  filed  with  the  Office 
of  the  Comptroller  by  June  1,  1988. 

It  is  recommended  that  funds  be  encumbered  to  meet  the  needs 
of  the  Monthly  Consultant  "03"  by  June  1,  1988.  The  Monthly 
Consultant  "03"  Payroll  for  June  1988  should  include  June  1 
through  June  30,  1988. 

PMIS  Consultant  "03"  Payrolls 

Payment  of  Consultant  "03"  services  for  June  27,  28,  29  and 
30,  1988  should  be  the  only  services  paid  in  the  pay  week 
ending  July  2,  1988.  This  will  require  a  manual  exception 
posting  on  Subsystem  10  Screen  0304  to  accurately  reflect 
the  number  of  hours  worked  from  6/27  -  6/30/88.  The  check 
received  by  "03"  contractors  on  July  7  will  include  only 
hours  worked  for  four  days.  In  the  following  week,  payroll 
personnel  will  also  manually  post  an  exception  on  Subsystem 
10  Screen  0304  reflecting  the  additional  day  (July  1,  1988) 
worked.  The  check  received  by  "03"  contractors  on  July  14, 
1988  will  therefore  include  wages  earned  from  July  1,  1988 
through  July  9,  1988. 

Those  Departments  who  do  not  wish  to  use  this  procedure  may 
submit  Payment  Vouchers  (PV)  to  pay  for  these  days.  Please 
note  that  payments  made  via  a  Payment  Voucher  (PV)  do  not 
deduct  Federal,  State,  or  Medicare  Taxes  and  these  earnings 
are  reported  on  a  1099  Form  versus  a  W-2  Form. 
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PMIS  00-01-02  Payrolls 

PMIS  01  payrolls  will  be  handled  as  follows: 

Checks  for  PMIS  pay  week  2688  (warrant  52)  of  FY  »88  will  be 
issued  on  June  30,  1988  and  should  include  wages  earned  from 
June  19  -  June  25,  1988. 

Checks  for  PMIS  pay  week  2788  (warrant  1)  of  FY1  89  will  be 
issued  on  July  7,  1988  (if  the  FY  »89  budget  is  signed)  and 
should  include  wages  earned  from  June  26  -  July  2,  1988. 
These  salaries  will  be  charged  to  the  new  appropriations  in 
FY  '89. 

Payroll  Hold  Transaction  CPU) 

The  purpose  of  this  section  is  to  set  specific  guidelines 
for  departments  regarding  managing,  controlling  and  process- 
ing FY  '88  accounts  payable  payroll. 

Last  year  departments  were  required  to  enter  a  Payroll  Hold 
amount  via  the  PYHU  table  rather  than  the  MMARS  DOCUMENT 
STARTUP.  This  year,  a  new  Payroll  Hold  Transaction  (PH)  has 
been  designed.  This  transaction  has  the  same  function  as 
the  PO:  it  is  to  be  used  to  encumber  for  00,  01,  and  02  ac- 
counts payable  payroll  only. 

In  order  to  process  FY  '88  accounts  payable  payroll  either 
through  the  monthly  payroll  or  weekly  PMIS,  departments  must 
set  up  an  encumbrance  (enter  a  PH  transaction)  in  sub- 
sidiaries 00,  01,  02.  The  term  accounts  payable  payroll 
refers  to  both  PMIS  and  monthly  payroll  expenses  (wages) 
earned  in  FY  •88  but  unpaid  as  of  June  30,  1988.  Depart- 
ments should  have  sound  Accounts  Payable  Payroll  management 
practices  to  calculate  and  project  the  relevant  amounts. 

NOTE;  The  accounts  payable  period  ends  on  August  31  so  that 
all  accounts  payable  payrolls  referencing  a  PH  encumbrance 
for  FY88  must  be  completed  by  that  date. 

On-line  departments  complete  the  new  Payroll  Hold  (PH)  input 
form  signed  by  the  department  head  prior  to  data  entry. 
Departments  are  encouraged  to  enter  the  PH  transaction  on 
line  by  June  15  and  send  the  justification  and  copy  of  the 
signed  input  (PH)  document  to  the  Payroll  Unit  in  the  Office 
of  the  Comptroller.  The  final  date  for  Comptroller  pend  5 
approval  is  June  30. 

Off-line  departments  fill  out  the  PH  input  form  signed  by 
the  department  head  and  backup  justification  and  submit  it 
to  the  Office  of  the  Comptroller,  c/o  Alfred  Dente,  Payroll 
Unit,  no  later  than  June  24,  1988  to  enable  the  Payroll 
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Staff  of  the  Comptroller  to  review  and  enter.  Departments 
should  view  (scan)  the  new  PAYROLL  HOLD  HISTORY  SCREEN  to 
verify  if  the  data  processed  by  the  Comptroller's  is  cor- 
rect. 

NOTE;  Prior  to  the  submission  of  preliminary  accounts  pay- 
able payrolls  to  the  Office  of  the  Comptroller,  departments 
must  ensure  that  the  Payroll  Hold  (PH)  transaction  for  each 
FY* 88  appropriation/ subsidiary  combination  can  support  the 
preliminary  payroll  amount,  that  is,  the  accounts  payable 
payroll  amount  should  be  equal  to  or  less  than  what  has 
been  encumbered  in  MMARS.  Accounts  payable  payroll  will 
only  process  against  an  active  appropriation  in  MMARS  which 
has  already  been  recorded  on  PMIS  for  weekly  payroll  depart- 
ments and  on  CPS  for  monthly  payroll  departments.  In  addi- 
tion, the  subsidiary  01,  02  totals  on  Account  Summary  Sheet 
must  be  equal  to  the  respective  subsidiary  code  totals  gen- 
erated on  the  Preliminary  Report.  The  account  summary  sheet 
total  and  the  preliminary  report  total  must  have  been  encum- 
bered through  payroll  hold  process  for  the  correct  account 
subsidiary  00,  01,  02  combinations. 

Comptrollers  Monthly  Payroll  (Accounts  Payable) 

Accounts  Payable  Payroll  processing  on  the  monthly  payroll 
system  is  slightly  different  than  on  PMIS.  The  procedures 
for  processing  Monthly  Accounts  Payable  Payrolls  are  as 
follows: 

1  A  Payroll  Hold  transaction  (PH)  is  processed  in 
MMARS  reserving  funds  for  01  and/or  02  subsidiary 
payrolls. 

2  Payroll  Personnel  complete  4  copies  of  the  Payroll 
Account  Summary  for  the  account  payable  and  stamp 
all  four  copies  "Accounts  Payable  1988."  The  A/P 
payroll  employee's  name  is  then  entered  on  an 
"Additional  Payee  Sheet"  which  should  also  be 
stamped  "Accounts  Payable  1988." 

3  Before  submitting  the  Account  Summary  Sheet  and 
the  Additional  Payee  Sheet  to  the  Office  of  State 
Comptroller,  departments  verify  that  sufficient 
funds  have  been  encumbered  in  the  appropriate 
Payroll  Hold  Account  (correct  approp/sub)  to  re- 
lieve all  accounts  payable  obligations. 

4  Departments  submit  both  the  Account  Summary  Sheet 
and  the  Additional  Payee  Sheet  to  the  Office  of 
the  State  Comptroller  for  processing. 

Payroll  Account  Summary  -  Form  CD-15A 
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1.  At  the  top  of  the  form,  only  the  Department/Organiza- 
tion name  and  date  are  inserted.  MMARS  will  not  use 
type  code,  agency  code,  or  day  and  voucher  number. 

2.  The  remainder  of  the  form  is  completed  as  follows: 

a.  On  the  first  line  in  the  column  headed  Expenditure 
Account  Activity  enter  the  department  code  as- 
signed to  your  department. 

b.  On  the  second  line  below  the  department  code,  en- 
ter the  four-digit  code  for  organization,  previ- 
ously defined  by  you  or  assigned  by  the  Office  of 
the  Comptroller. 

c.  If  the  Department/ Pay  org  for  FY  *89  has  changed 
and  the  FY  '88  funds  are  encumbered  in  the  FY  '88 
"OLD"  Department,  then  record  the  old  department/ 
pay org  in  the  payroll  account  summary. 

d.  Enter  the  appropriation  account (s)  in  the  column 
headed  Expenditure  Account/ Activity. 

e.  Enter  the  subsidiary,  object  code  and  dollar 
amount  in  the  columns  indicated. 

f.  Stamp  and  clearly  label  the  payroll  account  sum- 
mary, "1988  Accounts  Payable"  and  have  it  signed 
by  the  appointing  authority  or  authorized  des- 
ignee . 

PMIS  Weekly  Payroll  (Accounts  Payable) 

The  weekly  (PMIS)  "00",  "01",  and  "02"  Accounts  Payable 
Payrolls  for  FY  '88  will  be  prepared  in  the  manner  indicated 
below. 

Preliminary  Payroll  for  PMIS 

1.  Departments  post  accounts  payable  data  to  special  pay 
screen  6003  on  Subsystem  06.  Pay  week  55  or  greater 
must  be  entered  when  posting  any  PMIS  account  payable 
payroll. 

Screen  6003  will  only  allow  to  post  one  sub/ object  code 
at  one  time.  This  means  regular  and  overtime  hours 
will  require  two  postings.  Example:  An  employee  is 
owed  regular  hours  and  overtime  hours  from  FY  •  88. 
Step  1 :  post  regular  hours  pay  rate  for  the  person  in 
Subs  01  object  code  101.  Step  2:  post  overtime  hours 
in  the  correct  field  on  the  same  screen  and  the  system 
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will  charge  the  expenditure  to  02/113  automatically. 
The  key  point  to  remember  is  that  regular  hours  and 
overtime  must  be  posted  separately. 

2.  After  data  is  entered,  the  department  must  call  the  Of- 
fice of  the  Comptroller's  Payroll  Helpline  telephone 
number,  727-5000,  ext.  335  to  request  that  the  prelimi- 
nary payroll  be  run. 

3.  The  preliminary  payroll  and  account  summary  report  is 
produced  and  forwarded  to  the  appropriate  departments. 
At  this  time  the  special  pay  record  would  be  closed. 

4.  Departments  make  any  necessary  adjustments  to  special 
pay  data  after  Comptroller's  Helpline  staff  release  the 
record  from  closed  status.  A  preliminary  payroll  must 
be  rerun  after  adjustments  are  made. 

5.  The  department  should  forward  system-generated  prelimi- 
nary payroll  and  payroll  account  summary  to  the  Office 
of  the  Comptroller  for  processing. 

Accounts  Payable  Payroll  from  Supplemental  Appropriation 

FY  '88  business  associated  with  supplemental  appropriations 
will  be  handled  differently  from  the  accounts  payable  pro- 
cess discussed  previously.  The  Legislature  usually  enacts 
the  supplemental  budget  in  late  June  or  sometime  in  July. 
Under  such  circumstances  MMARS  will  not  process  any  encum- 
bering transactions  because  the  FY  '88  encumbrance  due  dates 
would  have  passed. 

As  part  of  the  closing  of  the  books  of  the  Commonwealth  for 
FY  '88,  the  Office  of  the  Comptroller  and  Budget  Bureau  will 
provide  departments  with  special  assistance  to  conclude 
their  supplemental  related  business.  The  Budget  Bureau  will 
be  responsible  for  loading  the  supplemental  budget  to  the 
departments'  budget  tables  systems.  The  Office  of  the  Comp- 
troller will  be  responsible  for  overriding  edits  to  allow 
certain  transactions  to  be  accepted  by  MMARS. 

Departments  are  required  to  follow  these  guidelines  when 
processing  FY  '88  Accounts  Payable  Payroll  from  supplemental 
budgets . 

a)  Complete  the  PH  input  form  and  have  it  signed  by 
the  department  head. 

b)  If  on-line,  enter  the  PH  transaction. 

c)  Quick-edit  the  transaction  until  the  only  error 
message  on  the  document  screen  is  that  prior  fis- 
cal year  activity  is  not  allowed. 
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d)  Attach  the  proper  backup  to  the  PH  input  form  and 
submit  to  the  Office  of  the  Comptroller,  c/o 
Payroll  Unit. 

Off-line  departments  must  comply  with  all  the  instructions 
except  for  item  b) . 

Payroll  Refunds  01/02 

Refunds  due  to  overpayment  for  the  PMIS  pay  week  ending  June 
25  must  be  submitted  on  a  Payroll  Refund  Receipts  Voucher 
and  Expenditure  Refund  Input  Form  (ER  type  2)  prior  to  June 
30.  If  accurate  correcting  data  is  entered  onto  PMIS  June 
27,  many  ER  transactions  can  be  averted.  For  Monthly  Pay- 
roll refunds  must  be  submitted  by  June  30,  1988.  During  the 
year,  payroll  adjustments  should  be  made  on  the  next  payroll 
period  and  Payroll  Refund  Receipts  Vouchers  are  to  be  used 
only  if  absolutely  necessary:  e.g.,  when  an  Employee  has 
terminated  or  when  a  refund  is  for  an  Industrial  Accident. 

Payroll  Refunds  03 

Departments  are  required  to  process  a  Contract  Backout 
Transaction  (CB)  for  03  payroll  refunds  on  both  PMIS  and  the 
03  Monthly  payroll  system.  This  transaction  will  place  the 
refund  amount  back  into  the  appropriation  and  back  into  the 
contract.  (Refunds  due  to  over  payments  must  be  submitted 
in  accordance  with  instructions  issued  under  Payroll  Refunds 
01/02.) 

Request  for  Payroll  Advances  for  Payroll  Emergencies 

The  last  date  for  the  Comptroller  to  approve  FY  '88  Advances 
is  June  6,  1988.  Off-line  Departments  are  required  to  sub- 
mit their  Request  for  Advance  Input  Forms  by  Monday,  June  3, 
1988  in  order  to  allow  sufficient  time  for  data  entry  and 
Pend  5  approval. 

Payroll  advances  are  used  only  when  departments  are  unable 
to  pay  the  employee  through  the  PMIS  or  Monthly  Payroll  Sys- 
tem due  to  circumstances  which  are  not  the  employee's  fault. 
The  proper  procedure  to  account  for  payroll  advances  is  as 
follows: 

1)  Departments  issue  payroll  checks  for  wages  earned 
via  PMIS  or  the  Monthly  Payroll  System  to  the  em- 
ployee. 

2)  The  employee  deposits  the  payroll  check  into  his/ 
her  bank  account. 

3)  The  employee  then  writes  a  check  reimbursing  the 
advanced  amount  made  payable  to  the  Commonwealth 
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of  Massachusetts. 

4)  Departments  deposit  the  employee's  check  into 
their  local  advance  account. 

5)  Departments  process  an  AR  (Advance  Refund)  trans- 
action. 

FY  '88  Advances  are  not  to  be  used  to  pay  fiscal  year  1989 
expenses . 

The  goals  for  the  FY  '88  payroll  operation  are  to  ensure 
prompt  payment  for  services  rendered  and  to  maintain  accu- 
rate and  up-to-date  accounting  records  for  management  re- 
porting. In  order  to  attain  these  goals,  the  cooperation  of 
your  department  in  complying  with  the  procedures  and  time- 
lines is  essential. 

Any  exception  or  deviation  from  these  instructions  should  be 
brought  to  the  attention  of  the  Payroll  Unit  in  the  Office 
of  the  Comptroller. 
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SECTION  5:   Cash  and  Revenue  Management 

The  clear  and  accurate  accounting  for  cash  and  revenue  is 
one  of  the  most  important  elements  in  the  close  of  any  fis- 
cal year.  All  cash  receipts  on  hand  at  departments  or  on 
deposit  as  of  June  30,  1988,  are  assets  of  the  Commonwealth 
and  need  to  be  reflected  as  such  on  the  annual  financial 
statements.  The  expeditious  deposit  of  cash  receipts  and 
accurate  processing  will  best  assure  recording  and  reporting 
in  the  appropriate  fiscal  year. 

Revenue  is  recognized  on  the  Commonwealth's  budgetary  basis 
of  accounting  whenever  cash  is  received  by  the  Commonwealth 
or  its  departments.  Accordingly,  cash  receipts  in  any  form 
through  the  close  of  business  on  June  30,  1988  represent 
revenue  for  FY  '88. 

In  regard  to  the  receipt  of  financial  assistance  from  the 
federal  government  in  reimbursement  for  expenditures  or 
other  receivables,  it  is  the  policy  of  the  Commonwealth  to 
recognize  revenue  at  that  time  when  it  is  earned,  i.e.,  a 
modified  accrual  basis  of  accounting.  Accordingly,  the  re- 
ceipt of  cash  from  the  federal  government  by  wire  transfer 
or  otherwise  after  June  30,  1988  may  represent  the  collec- 
tion of  1988  revenue  receivable  and  will  be  appropriately 
accounted  for  by  GAAP.  See  Section  7  GAAP  for  more  informa- 
tion on  revenue  accrual  accounting. 

Cash  Receipt  (CR) 

Please  remember  that  MMARS  will  be  processing  two  fiscal 
year  transactions  at  once.  Extra  care  must  be  taken  to 
avoid  departmental  CR's  from  being  entered  in  a  different 
fiscal  year  than  the  State  Treasurer's  acknowledges.  See 
page  5  for  special  instructions  on  Federal  grants. 

CR  forms  and  deposit  slips  for  cash  pertaining  to  the  1988 
fiscal  year  and  transferred  to  the  State  Treasurer's  Office 
must  be  for  funds  actually  received  by  your  department  on  or 
before  June  30,  1988. 

In  the  right  hand  corner  of  the  CR  (in  large  letters)  mark 
1988  Fiscal  Year  and  indicate  the  period  of  time  for  which 
the  cash  was  collected.  Fill  in  the  budget  fiscal  year 
(88)  and  the  accounting  period  field  (12-88)  when  completing 
these  documents.  Also  please  time  stamp  or  mark  the  date 
transmitted  to  the  State  Treasurer.  Final  CR's  for  FY  '88 
must  be  entered  onto  MMARS  by  July  6,  1988. 
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Receipts  for  the  1989  Fiscal  Year  Revenue  and  transferred  to 
the  Treasurer  during  July  must  be  marked  1989  FISCAL  YEAR  in 
the  right  hand  corner.  Also,  fill  in  the  Accounting  Period 
field  (01-89)  and  the  Budget  Fiscal  Year  (89)  to  avoid  any 
doubt  as  to  the  fiscal  year  in  which  the  monies  should  be 
recorded  and  reported. 

Other  Cash  Deposit  Transactions 

Advance  Refunds  (AR) 

AR  documents  must  be  received  in  the  State  Treasurer's  Of- 
fice and  entered  into  MMARS  for  FY  '88  by  12:00,  noon,  July 
6,  1988. 

Contract  Backouts  (CB) 

CB  documents  (contract  backouts)  which  are  similar  to  an  ER 
document  must  be  received  by  the  State  Treasurer  and  entered 
into  MMARS  for  FY  '88  by  12:00,  noon,  July  6,  1988. 

Expenditure  Refunds  (ER) 

ER  Documents  (current  year  refund)  must  be  received  in  the 
State  Treasurer's  Office  and  entered  into  MMARS  for  FY  '88 
by  12:00,  noon,  July  6,  1988. 

Because  of  the  matching  process  involved  in  approving  AR,  CB 
and  ER  documents  the  above  guidelines  must  be  adhered  to  to 
ensure  they  are  recorded  properly  in  FY  '88. 

Off-line  departments  should  submit  their  AR,  CB,  CR  and  ER 
documents  to  the  Office  of  the  Comptroller  by  June  30,  1988. 
This  should  represent  only  the  final  week  of  business;  all 
prior  work  should  have  been  resolved  earlier.  Off-line  de- 
partments should  make  provisions  to  send  personnel  to  the 
Office  of  the  Comptroller  to  work  with  our  staff  in  resolv- 
ing CR's,  AR,  CB  and  ER  documents  from  the  suspense  file. 
Please  call  for  an  appointment  first. 

On-line  departments  will  be  responsible  for  resolving  AR, 
CB,  CR,  and  ER  documents  from  the  suspense  file. 

In  fiscal  1988  there  have  been  two  new  reports  recently  de- 
veloped to  assist  departments  in  reconciling  AR's,  ER's,  and 
CB's: 

RPT467A  -  AR  to  TR:  advance  refunds  -  treasury  refunds 
RPT468A  -  ER,  CB  to  TR:  exp.  refunds  -  treasury  refunds 
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Departments  should  monitor  these  reports  carefully.  Dis- 
crepancies must  be  resolved  for  a  proper  closing.  If  your 
department  is  not  receiving  the  above  reports  (467A,  468A) , 
please  contact  the  Comptroller's  Office  Management  Report 
Unit. 

The  basic  Revenue  Report  466A  shows  differences  between  the 
Departmental  revenue  (CR)  transactions  and  the  State  Treasu- 
rer's confirmed  (TR)  collections.  This  report  must  be  rec- 
onciled and  differences  resolved.  Questions  on  these  re- 
ports should  be  directed  to  the  Accounting  Bureau  (Revenue 
Unit) ,  Office  of  the  Comptroller  not  the  State  Treasurer. 
RPT466A  is  produced  on  a  one-calendar-month  basis.  To  assist 
departments,  the  Comptroller's  Office  has  developed  RPT466C, 
run  on  an  accounting  period  basis.  It  eliminates  normal 
month  end  timing  differences  (shows  documents  for  month 
which  are  accepted  by  periods) .  Departments  should  do  their 
preliminary  work  on  RPT466A  and  then  request  RPT466C  at  the 
end  of  each  accounting  period.  It  is  important  to  remember 
that  RPT466C  is  now  the  revenue  basis  for  the  annual  finan- 
cial report. 

Refund  of  Revenues  must  be  managed  to  eliminate  any  backlog 
so  that  only  June  business  needs  to  be  resolved  in  late 
June. 

Off-line  Departments  must  transmit  RF  (types  1,  2,  3)  docu- 
mentation to  Document  Control  in  Office  of  Comptroller  by 
June  24. 

On-line  Departments  should  data  enter  RF  (type  1)  into  the 
system  no  later  than  June  27;  for  RF  (types  2  &  3)  documen- 
tation to  Document  Control  by  June  24.  RF's  not  processed 
in  time  for  the  last  warrant  of  FY  '88  will  be  considered  FY 
•89  activity. 

Final  deposit  via  electronic  (wire)  transfer  from  the  Fede- 
ral Government  is  June  30,  1988.  For  other  June  receipts 
transferred  to  the  State  Treasurer  either  electronically, 
after  deposit  in  approved  intermediary  banks,  via  the  use  of 
lock  boxes,  by  courier,  or  via  armored  service,  the 
preferred  date  is  July  1  and  the  final  date  is  July  6,  1988. 
The  last  date  for  FY  '88  business  for  the  Department  of 
Revenue  processing  and  transfer  of  June  receipts  to  the 
State  Treasurer  is  July  8,  1988. 

It  is  important  to  create  documentation  supporting  the  year 
to  which  receipts  are  classified  and  to  send  copies  of  this 
documentation  to  the  Office  of  the  Comptroller,  Revenue  Ac- 
counting Unit,  Room  903,  One  Ashburton  Place,  Boston,  MA 
02108.  In  the  near  future  you  will  receive  a  sample  deposit 
log  to  control  the  processing  of  receipts  on  hand  through 
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the  close  of  business  on  June  30.  Please  send  a  copy  of 
your  deposit  log  or  comparable  device  which  you  develop  to 
the  Office  to  allow  tracking  receipts  into  the  Treasury. 
The  staff  of  the  Office  of  the  Comptroller  will  use  the  de- 
posit logs  you  furnish  us  to  monitor  the  classification  of 
revenue  to  the  appropriate  fiscal  year. 

Departments  should  also  review  their  current  revenue  cross- 
walk (RVCW)  and  revenue  budget  files  (REVB) .  Any  request 
for  change  must  be  made  in  writing  and  received  in  the  Of- 
fice of  the  Comptroller  no  later  than  May  31,  1988.  These 
requests  will  be  reviewed  with  the  Budget  Bureau  and  the 
decision  will  be  returned  to  you. 

Remember  to  use  these  MMARS  reports  to  ensure  cash  and 
revenue  are  properly  reflected  and  reconciliations  done  and 
differences  resolved: 


Month  of  April 
Month  of  May 
Month  of  June 


REPORT 
466A  OR 

466C 
REVENUE 

5/30/88 
6/20/88 
7/14/88 


REPORT 

467A 
ADVANCE 
REFUNDS 

5/30/88 
6/20/88 
7/14/88 


REPORT 
468A 
EXPENDITURE 
REF.  (ER-CB) 

5/30/88 
6/20/88 
7/14/88 


The  state  auditors  will  intensify  their  review  of  year-end 
cash  cutoff  practices  both  at  the  State  Treasurer's  offices 
and  at  statewide  department  locations.  Timely  deposits  and 
proper  coding  will  help  avoid  confusion  about  the  fiscal 
year  the  cash  transactions  pertain  to  and  will  ensure  that 
departments  are  properly  credited  for  revenue  earned. 

Departments  who  have  corrections  or  omissions  at  the  end  of 
accounting  period  12  or  desire  any  deviation  or  exception  to 
these  instructions  should  contact  the  Cash  and  Revenue  Unit 
at  the  Office  of  the  Comptroller. 
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SECTION  6:   Special  Accounting  and  Adjusting  Entries 


Expenditure  Procedures  (EX) 

Expenditure  corrections  affecting  appropriations,  subsidi- 
aries, organization  codes,  object  codes  or  other  fields  of 
the  EX  document  must  be  submitted  not  later  than  June  24, 
1988. 

The  document  must  contain  the  proper  signatures  of  approval 
and  a  valid  reason  for  the  request.  A  letter  attached  to 
the  EX  document  may  be  necessary  to  properly  explain  the  re- 
quest. 

Expenditure  corrections  in  which  the  accounting  lines 
reference  different  budget  fiscal  years  will  not  be  accepted 
and  will  be  rejected  and  returned  to  the  department.  The  EX 
documents  will  be  monitored  closely  by  the  Accounting 
Bureau . 

On-line  departments  enter  the  information  and  submit  the  EX 
documentation  to  the  Comptrollers  Office.  Make  certain  to 
forward  documentation  to  the  Comptroller's  Office  by 
June  24. 

Off-line  departments  should  submit  documentation  to  the  Of- 
fice of  the  Comptroller  no  later  than  June  24,  1988  to  as- 
sure data  entry  and  approval  in  the  system. 

Journal  Vouchers  ( JV) 

The  journal  voucher  (JV)  transaction  is  strictly  limited  to 
internal  Comptroller  use  in  adjusting  balance  sheet  accounts 
and  General  Ledger  entries. 

Intergovernmental  Voucher  (IV) 

The  Intergovernmental  Voucher  is  used  to  record  the  selling 
and  buying  of  specific  goods  and  services  between  various 
governmental  departments.  There  are  two  types  of  transfers: 
Inter-fund  and  Intra-fund  transfers. 

Intra-fund  is  prepared  for  transfers  within  a  fund  (General, 
Highway,  etc.).  Inter- funds  are  prepared  for  transfers  be- 
tween funds  (General  Fund  to  Highway  Fund) .  Inter-fund 
vouchers  must  be  coded  with  an  IV  type  2.  Intra-fund 
vouchers  must  be  coded  with  an  IV  type  3.  If  incorrectly 
coded  error  messages  will  appear  and  the  document  will  be  in 
reject  status  until  corrected. 
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Some  departments  have  received  prior  approval  from  the  Of- 
fice of  the  Comptroller  for  routine  "buy"  and  "sell"  trans- 
actions. The  seller  department  prepares  and  enters  the 
voucher  and  submits  it  to  the  buying  department  for  comple- 
tion, and  approval  with  authorized  signatures.  If  you  need 
an  IV  and  are  not  on  the  routine  "buy "/"sell"  list,  attach 
an  explanation  to  the  IV  transaction. 

Off-line  departments  must  submit  their  IV  documents  to  the 
Office  of  the  Comptroller  no  later  than  June  24,  1988. 

On-line  departments  should  enter  IV  documents  and  bring  them 
to  a  Pend  5  approval  status  no  later  than  June  24,  1988. 

IV1  s  to  be  processed  in  the  accounts  payable  mode  of  opera- 
tion referencing  the  1988  fiscal  year  will  need  to  be  based 
on  intergovernmental  PO's  established  before  June  30,  1988. 
When  establishing  the  intergovernmental  PO  for  the  Accounts 
Payable  period,  the  OBJECT  CODE  FIELD  should  be  left  blank 
to  avoid  the  error  message  created  when  the  subsidiary  and/ 
or  object  code  do  not  match.  Departments  can  use  these 
MMARS  reports  to  manage  the  backlog  and  ongoing  business. 

RPT  2 2 IB  Intergovernmental  Payment  Voucher  Transactions 
RPT  221C  Intergovernmental  Payment  Voucher  Transactions 

Operating  Transfer  (OT) 

This  new  MMARS  transaction  is  expected  to  be  in  operation  by 
early  May.  If  this  software  change  is  accomplished,  the 
operating  transfer  voucher  will  be  used  for  transferring 
monies  between  funds.  These  transfers  must  meet  different 
criteria  than  the  Intergovernmental  Voucher  (IV)  but  will  be 
processed  in  a  manner  similar  to  the  IV  type  2.  The  OT  will 
also  require  a  Pend  5  Comptroller  approval. 

Examples  of  the  uses  of  the  OT  transaction  are: 

1)  Unemployment  compensation. 

2)  Pride  in  performance  charges. 

3)  Certain  grant  distributions  between  departments 
and  institutions. 

4)  State  lottery  reimbursements  for  administrative 
expenses . 

In  order  to  ensure  proper  classification  the  OT  document 
must  include  specific  revenue  source  codes  and  object  codes 
to  separate  "true  expenditures"  from  "other  financing 
sources . " 

Additional  instructions  for  the  OT  transaction  will  be 
issued  at  a  later  date. 
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Any  requests  for  exceptions  or  deviations  to  those  instruc- 
tions should  be  directed  to  the  Accounting  Bureau  in  the  Of- 
fice of  the  Comptroller. 
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SECTION  7:   Generally  Accepted  Accounting  Principles  (GAAP) 

Through  each  department's  cooperation  and  effort,  the  Com- 
monwealth successfully  prepared  and  issued  audited  GAAP  fi- 
nancial statements  for  the  second  consecutive  year.  This  is 
a  significant  milestone  and  the  Office  of  the  Comptroller 
extends  appreciation  for  all  your  individual  and  departmen- 
tal efforts.  The  issuance  of  audited  GAAP  financial  state- 
ments contributed  significantly  to  the  recent  increase  in 
the  Commonwealth's  bond  rating  to  AA+.  The  continuation  of 
audited  GAAP  financial  statements  is  necessary  to  achieve 
our  goal  of  an  AAA  bond  rating. 

FY  '88's  close  continues  our  efforts  to  mainstream  GAAP  as  a 
part  of  MMARS.  We  will  also  streamline  GAAP  collection  pro- 
cedures. Due  dates  are  closer  to  year-end  to  make  your  GAAP 
data  collection  and  reporting  easier. 

Fiscal  year  1988  GAAP  reporting  via  MMARS  will  feature: 

—  GAAP  transaction  GP,  a  special  input  form  to  be  sent  to 
the  Office  of  the  Comptroller. 

Various  MMARS  reports  as  starting  point  for  GAAP  infor- 
mation. 

—  IN  transactions  for  accounts  receivable. 

—  Streamlining  due  dates  for  GAAP  information. 

—  Seminars  on  the  closing  process  including  GAAP. 

—  Specialized  GAAP  seminars  on  MMARs  transactions  and 
reports. 

The  GAAP  Helpline  (727-5995) . 

—  A  "MMARS-ified"  GAAP  instruction  manual. 

Accounts  Receivable  -  Due  July  29.  1988 

The  term  "accounts  received"  means  both  federal  reimburse- 
ments and  other  general  accounts  receivable.  Expendable 
federal  grants  (Fund  100)  are  not  included. 

"Accounts  receivable"  is  defined  as  revenue  earned  for  serv- 
ices or  goods  provided  including  fees,  fines,  surfines, 
leases  (state  as  lessor)  and  other  charges  by  June  30,  1988. 

Federal  reimbursements  receivable  is  defined  as  payment  by 
the  Federal  Government  of  an  agreed  upon  share  of  expendi- 
tures from  State  Appropriations  for  certain  programs.  A 
federal  reimbursement  becomes  receivable  for  GAAP  when  ex- 
penditures have  been  incurred  on  or  before  June  30,  1988, 
but  reimbursement  has  not  been  received  by  6/30/88.  The 
receivable  exists  whether  or  not  the  claim  has  been  sub- 
mitted for  payment  or  even  prepared  by  6/30/88. 


32 


Determine  the  accounts  receivable  balance  at  June  30,  1988 
for  each  revenue  source  code.  Use  the  same  approach  as  fis- 
cal year  1987.  Prepare  and  retain  two  auditable  worksheets 
and  supporting  documentation.  The  accounts  receivable  bal- 
ances will  be  reported  in  two  pieces: 

fiscal  year  1988  accounts  receivable  -  receivables 
which  originated  during  fiscal  year  1988 

prior  years  accounts  receivable  -  receivables  which 
originated  before  June  30,  1987. 

Prepare  accounts  receivable  (IN)  transactions  for  1988 
and  for  the  prior  year  (if  appropriate)  for  each  revenue 
source  code.  Send  (IN)  transactions  to  the  Comptroller 
for  input.  The  MMARS  Procedures  Manual  and  GAAP  In- 
struction Manual  describe  IN  transaction  preparation. 
Do  not  include  on  the  IN  any  accounts  receivable  due 
from  another  department  billed  on  an  IV  transaction. 

Uncollectable  Accounts  Receivable 

Determine  estimated  uncollectible  accounts  receivable 
and  estimated  disallowances  of  federal  reimbursements 
for  each  revenue  source  code  (fiscal  year  1988  and  prior 
years  components)  at  June  30,  1988.  Prepare  worksheets 
and  supporting  documentation  which  we  may  ask  to  be  sent 
in  to  us  at  a  later  date.  Prepare  and  submit  a  GP  form 
for  each  revenue  source  code  and  send  to  the  Comptroller 
for  input. 

Deferred  Revenue 

Determine  deferred  revenue  at  June  30,  1988  for  each 
revenue  source  code  (fiscal  year  1988  and  prior  years 
components) .  Prepare  and  submit  a  GP  input  form  for 
each  revenue  source  code. 

Accounts  Receivable  Summary  Schedule 

To  facilitate  preparation  and  review  of  accounts  receiv- 
able activity,  the  department  should  prepare  an  accounts 
receivable  summary  for  each  revenue  source  code.  This 
summary  will  show: 

A.  Gross  Accounts  Receivable  (IN) 

B.  less  Estimated  Uncollectible  (GP) 

C.  equals  Net  Accounts  Receivable  (subtotal) 

D.  Deferred  Revenue  (GP) 

E.  Net  total 
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The  department  will  retain  two  copies  of  this  schedule  and 
submit  one  copy  with  the  IN  and  GP  input  forms  by  July  29, 
1988. 

Accounts  Payable  -  Due  July  29.  1988 

Accounts  Payable  is  defined  as  goods  and  services  received 
through  June  30,  1988  to  be  paid  after  June  30,  1988. 

The  Office  of  the  Comptroller  will  provide  a  copy  of  RPT 
830A  A/P  Encumbrances  for  GAAP,  which  lists  each  open  en- 
cumbrance at  June  30,  1988.  This  report  will  be  run  on  July 
9,  1988,  when  period  12  closes,  but  will  reflect  encum- 
brances as  of  June  30,  1988.  The  Department  will  review 
each  encumbrance  over  $5000,  identifying  the  amount  of  those 
encumbrances  open  at  June  30,  1988  which  represent  goods  re- 
ceived before  June  30,  1988  or  services,  performed  before 
June  30,  1988.  For  these  encumbrances,  the  department  will 
enter  the  date  received  and  relevant  amount  on  RPT  830A.  At 
the  end  of  RPT  83 0A  the  department  will  add  schedules  list- 
ing any  "GAAP  basis"  expenditures  over  $5000  at  June  30, 
1988  from  deficiency  appropriations  passed  late  in  the  year 
which  are  not  already  included  on  RPT  830A. 

Do  not  include  as  an  account  payable  any  amount  due  to  an- 
other department  paid  through  an  IV  transaction.  Also  be 
careful  to  eliminate  and  not  double  count  PO  encumbrances 
actually  accounted  for  through  advances. 

The  department  will  total  individual  GAAP  expenditures  by 
appropriation  account.  The  department  will  prepare  and  sub- 
mit a  GP  input  form  for  each  appropriation  account. 

The  department  will  retain  a  copy  of  RPT  830A  and  auditable 
supporting  documentation  including  encumbering  documents, 
receiving  reports  and  vendor  invoices.  The  auditors  will 
review  this  information  to  substantiate  GAAP  accounts  pay- 
able balances. 

Completed  RPT  830A  and  GP  input  forms  are  due  by  July  29, 
1988. 

Accounts  Payable  -  Supplemental  Appropriations 

This  section  pertains  only  to  those  departments  having  a 
supplemental  appropriation  enacted  by  the  Legislature  after 
the  close  of  period  12.  This  section  does  not  apply  to  all 
other  departments. 

The  Office  of  the  Comptroller  will  provide  a  supplemental 
RPT  830A  covering  the  encumbrances  set  up  by  the  supplemen- 
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tal  appropriation.  The  department  will  review  each  encum- 
brance on  the  supplemental  RPT  830A  over  $5000  for  GAAP 
basis  expenditures.  The  department  will  prepare  and  submit 
a  GP  input  form  for  each  appropriation  account.  The  depart- 
ment will  retain  a  copy  of  the  supplemental  RPT  830A.  The 
completed  supplemental  RPT  830A  and  GP  input  forms  will  be 
due  two  weeks  after  the  RPT  830A  run  date. 

Leases  -  State  as  Lessee  -  Due  June  24.  1988 

—  Space  Leases 

—  Equipment  Leases 

—  Installment  Purchases 

Department  will  receive  a  copy  of  RPT  83 1A  Projected  Lease 
Payments  for  GAAP  by  Department  at  May  31,  1988.  The  report 
is  due  back  June  24,  1988  with  the  following  information: 

address  of  property  or  description  of  equipment  leased 
minimum  lease  payments  for  FY  »89,  FY  '90,  FY  '91,  FY 
•92,  FY  '93,  and  FY  '94  and  thereafter. 

Compensated  Absences  -  Due  July  29.  1988 

PMIS  Departments  -  OMIS  will  run  and  issue  PMIS  66  Report  as 
of  June  30,  1988.  The  department  will  review  the  report  and 
determine  accrued  vacation  and  sick  leave  buy  back  by  appro- 
priation account  using  the  same  approach  as  fiscal  year 
1987.  Departments  will  then  prepare  and  submit  a  GP  input 
form. 

Comptroller  Monthly  Payroll  System  -  Due  July  29.  1988 

Departments  -  colleges,  judiciary,  district  attorneys,  Leg- 
islature and  Constitutional  Officers  -  determine  accrued 
vacation  and  sick  leave  buy  back  as  of  June  30,  1988,  using 
the  same  approach  as  fiscal  year  1987.  Non  PMIS  departments 
will  prepare  and  retain  auditable  supporting  documentation 
and  submit  a  GP  input  form  reporting  totals  by  appropriation 
account . 

Material  and  Supplies  Inventory  -  Due  June  24.  1988 

The  Department  will  conduct  a  physical  inventory  of  material 
and  supplies  at  May  31,  1988.  Value  the  physical  inventory 
using  the  same  approach  as  fiscal  year  1987.  Prepare  and 
retain  auditable  worksheets.  Submit  total  inventory  dollar 
amount  on  a  GP  input  form. 
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Fixed  Assets  -  Annual  Physical  Property  Inventory  -  Due  June 
24.  1988 

The  Office  of  the  Comptroller  will  provide  the  June  30, 
1987,  ending  balance  by  May  31,  1988.  The  department  will 
update  fixed  asset  activity  between  July  1,  1987,  and  May 
31,  1988.  Prepare  and  retain  auditable  worksheets.  Prepare 
and  submit  the  reporting  form  for  FY  '88  acquisitions, 
sales/disposals,  adjustments,  and  May  31,  1988  ending 
balance. 

Review  activity  between  June  1,  1988  and  June  30,  1988 
during  early  July.  Update  worksheets.  Prepare  and  submit  a 
reporting  form  for  any  changes  over  $250,000  by  July  29. 

Assets  Held  in  Trust  -»  Due  July  29.  1988 

The  Office  of  the  Comptroller  will  provide  a  copy  of  the 
fiscal  year  1987  GAAP  Form  by  May  31,  1988.  The  Department 
will  determine  the  assets  held  in  trust  balance  at  June  30, 
1988  using  the  same  approach  as  fiscal  year  1987.  Prepare 
and  retain  auditable  worksheets.  Prepare  and  submit  the  re- 
porting form  for  total  assets  held  in  trust  at  July  29, 
1988. 

Further  instruction  and  copies  of  the  IN  forms  and  GP  forms 
will .be  sent  to  you  in  the  near  future. 

Any  exception  or  deviation  to  these  instructions  must  be 
discussed  in  advance  with  the  Management  and  Financial  Re- 
porting Bureau  in  the  Office  of  the  Comptroller. 

Once  again,  we  look  forward  to  working  with  you  to  create 
our  1988  GAAP  basis  Financial  Statements. 
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SECTION  8:   Records  Management 

The  Office  of  the  Comptroller  policy  statement  on  Records 
Management  (MMARS  #63)  has  clearly  established  the  shared 
record-keeping  responsibilities  of  both  Operating  Depart- 
ments and  various  Control  Departments.  The  procedures  is- 
sued by  this  office  at  recent  training  seminars  have 
provided  you  with  specific  instruction  regarding  the  collec- 
tion of  those  MMARS  documents  which  are  eligible  for  storage 
at  the  State  Records  Center.  This  chapter  of  the  closing 
instructions  for  fiscal  year  1988  will  clarify  the  handling 
of  the  year  end  adjustment  period  and  Accounts  Payable 
transaction  documents. 

As  was  stated  in  both  the  policy  statement  and  training,  any 
MMARS  transaction  document  which  requires  a  control  depart- 
ment electronic  approval  will  be  maintained  (as  the  record 
copy)  by  the  approving  department. 

Any  Payment  Voucher,  expenditure  of  Advance  or  Revenue  Re- 
fund processed  "Done"  after  June  30  is  considered  to  be  an 
Accounts  Payable  and  should  be  treated  as  described  in  the 
following  sections. 

Accounting  Period  13  Documents 

The  processing  of  year  end  adjustments  during  late  June  and 
early  July  will  be  centrally  coordinated  by  the  CTR.  The 
record  copies  of  these  adjustments  should  be  treated  the 
same  as  other  accounting  periods.  Specifically,  the  record 
copy  documents  which  require  control  department  electronic 
approval  (AC,  AL,  CB,  SM,  EX,  etc.)  should  be  forwarded  to 
the  normal  approving  department  for  their  handling.  For 
documents  which  require  special  handling  or  overrides  during 
accounting  period  13,  the  department  shall  retain  the  record 
copy  of  the  documents  and  send  a  copy  to  this  Office  for 
special  handling  as  described  in  Chapters  1  through  6  of 
these  instructions.  These  record  copy  documents  would  then 
be  interfiled  with  fiscal  year  1988  transaction  documents. 

Accounts  Payable 

The  warrant  dated  June  30  will  be  the  final  warrant  of  fis- 
cal year  1988.  Any  expenditure  transaction  (EA,  PV,  RP)  or 
Revenue  Refund  transactions  (RF)  which  reference  on  FY88  en- 
cumbrance or  collection  after  that  date  will  be  considered 
to  be  an  Accounts  Payable  transaction.  These  documents 
should  be  filed  with  your  fiscal  year  1989  transaction  docu- 
ments for  future  delivery  to  the  State  Record  Center. 
Record  copies  of  these  documents  (see  MMARS  for  specific 
details)  should  be  maintained  in  the  same  arrangement  model 
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as  current  year  transaction  documents.  It  is  our  recom- 
mendation that  the  applicable  fiscal  year  be  clearly  marked 
on  the  transaction  document  and  that  special  document  iden- 
tification number  methods  be  used  to  assist  you  to  identify 
Accounts  Payable  transactions  on  the  suspense  file  and 
reports.  An  example  of  a  common  method  used  to  segregate 
Accounts  Payable  document  identification  numbers  from  cur- 
rent year  transactions  is  to  maintain  the  last  digit  of  the 
appropriate  budget  fiscal  year  in  the  first  position  of  the 
number  and  add  500  to  the  Julian  date,  positions  2-4  of  the 
number. 

For  example,  an  Accounts  Payable  payment  voucher  processed 
by  OSC  on  July  11,  1988  (day  193)  would  be  numbered  as 
follows: 

PV  OSC  9000  8693001 

Batched  documents  could  be  similarly  numbered  with  the  batch 
number  also  modified  by  adding  500  to  the  Julian  date,  posi- 
tion 1-3  as  follows: 

PV  OSC  693001 

Since  the  required  document  file  arrangement  models  are 
based  on  ascending  sequencing,  the  above  document  numbering 
model  would  segregate  Accounts  Payable  transactions  from 
current  year  transactions  automatically. 

Reports 

There  has  been  identified  through  the  records  management 
policy  a  number  of  MMARS  reports  designated  as  audit  trail 
reports  (see  MMARS  #63,  Record  Management  Policy  statement). 
Audit  trail  reports  must  be  retained  by  the  department  for  1 
year  after  issuance  of  the  State  Auditors  Office's  financial 
compliance  audit  report.   The  audit  trail  reports  are: 


NUMBER 

RPT341A 
RPT465A 
RPT466A 
RPT470A 

RPT500A 
RPT562A 
RPT641A 

RPT690A 


NAME 

Transaction  by  Appropriation/Subsidiary 

Revenue  Earned,  Received  and  Retained 

Cash  Received  by  State  vs.  Cash  Received 

Cash  Received  by  Department  Compared  to 

Budget  by  Organization 

Appropriation/ Allocation  Control  Report 

Departmental  Expenditure  by  Appropriation 

Payroll  Transactions  by  Payroll 

Organization 

Advances  Received,  Expended  and  Returned 


FREQUENCY 

Weekly 
Monthly 
Monthly 

Monthly 

Weekly 

Monthly 

Weekly 
Monthly 


During  the  accounts  payable  period,  FY  •88  reports  will  con- 
tinue to  be  produced  and  distributed.  These  reports  will  be 
received  in  your  MMARS  report  packages  until  production  is 
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terminated  at  the  end  of  the  accounts  payable  period.  The 
package  which  contains  the  last  and  final  FY  '87  reports 
will  be  clearly  stamped  to  indicate  this.  Please  notify 
your  report  distribution  personnel  that  the  final  FY  '88 
reports  will  be  marked  to  facilitate  the  receipt  and  reten- 
tion of  these  reports. 

Please  contact  Ms.  Kathleen  O'Leary,  Records  Management 
Program  Administrator  if  you  should  have  questions  regarding 
these  procedures. 
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SECTION  9:   Master  Schedule 


It  is  a  significant  management  task  to  successfully  close 
out  the  fiscal  year  business.  For  example,  one  must  coordi- 
nate the  program  operations  with  spending  plan  approvals 
with  MMARS  accounting.  Another  challenge  is  to  coordinate 
the  processing  and  approvals  from  operating  departments, 
through  control  departments  and  through  the  Office  of  the 
Comptroller.  Furthermore,  all  of  this  must  be  accomplished 
within  tight  time  frames  with  strict  deadlines.  And,  fi- 
nally the  negative  consequence  of  not  having  a  successful 
closing  are  serious,  and  manifested  by  such  problems  as  un- 
paid bills,  deficiency  appropriation  requests,  and  inability 
to  control  and  report  financial  resources. 

The  Office  of  the  Comptroller  strongly  encourages  each  De- 
partment to  assign  a  senior  manager  to  supervise  and  direct 
the  closing  effort  on  behalf  of  that  Department.  This  per- 
son should  be  familiar  with  the  closing  requirements  and 
also  empowered  to  direct  relevant  Department  activity.  It 
is  recommended  that  each  Department,  under  the  leadership  of 
the  designated  senior  manager,  take  the  time  in  early  April 
to  establish  that  Departments  "closing  management  plan". 

In  addition  to  the  above  recommendation,  there  are  many  new 
tools  provided  by  the  MMARS  which  can  help  make  the  closing 
successful.  For  example,  the  Suspense  File  reports  allow 
timely  and  effective  management  intervention  to  "catch  up" 
on  old  business  and  thus  minimize  the  amount  of  work  for 
late  June.  Also  there  are  many  other  standard  MMARS  reports 
(referenced  in  the  text  of  the  chapters  of  these  closing 
instructions)  which  are  helpful  to  the  closing. 

The  master  schedule  which  follows  highlights  some  of  the  key 
dates  associated  with  the  many  moving  parts  of  the  closing. 
This  is  not  intended  to  represent  all  of  the  items  that  you 
need  to  consider  and  manage;  rather  it  sets  forth  the  key 
milestone  and  deadline  dates  into  which  you  must  fit  plan- 
ning for  your  Department. 

NOTE:  the  end  date  for  payments  in  the  accounts  payable 
mode  of  operations  is  August  31  instead  of  the  traditional 
date  of  October  31. 
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KEY  FYf88  CLOSING   DATES 


SECTION  1  -  Appropriations  and  Account  Management 


TA  -  transfer  of  appropriation 

TS  -  intersubsidiary  transfer 

EB  -  expenses  budget 

RB  -  revenue  budget 

BF  -  balance  forward 

AC  -  allocation 

AL  -  allotment 

AA  -  appropriation 


not  later  than  May  31 
not  later  than  May  31 
not  later  than  June  12 
not  later  than  May  31 
not  earlier  than  July 
not  later  than  May  31 
not  later  than  May  31 
as  needed  per  supple- 
mental appropriation 


SECTION  2  -  Encumbrance  Management 

DR  -  pre-encumbrance  ADP  goods 
DS  -  pre-encumbrance 

ADP  services 
RX  -  pre-encumbered  PAD 
SR  -  pre-encumbered  contracts 
SC  -  encumbrance 

service  contract 
CB  -  contract  breakout 
SM  -  service  contract 

modification 
PE  -  encumbrance  ADP  good 
PN  -  encumbrance  PAD 
PG  -  encumbrance 

price  agreement 
PD  -  encumbrance  dept.  purchase 
PO  -  encumbrance  other 
LO  -  encumbrance  lease  order 
PV  -  payment  vendor 

RP  -  ready  payment 

IV  -  intergovernmental  voucher 


not  later  than  April  15 

not  later  than  April  15 
not  later  than  April  1 
not  later  than  April  15 

not  later  than  June  15 
not  later  than  June  15 

not  later  than  June  15 
not  later  than  June  15 
not  later  than  June  15 


not  later  than 
not  later  than 
not  later  than 
not  later  than 
accts.  payable 

after  June  30 
May  26 
accts .  payable 

after  June  30 


June  15 
June  15 
June  15 
June  15 
only 


only 


SECTION  3  -  Advance  Management 

RA  -  request  for  advance 
EA  -  expenditure  of  advance 
AR  -  cash  return  of  advance 


not  later  than  June  6 
not  later  than  July  3 
not  later  than  July  6 
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SECTION  4  -  Payroll  Management 


PR  -  payroll  rejects 

PY  -  monthly  payroll  for  June 

PY  -  last  FY88  00-01-02  PMIS 

PY  -  last  FY88  03  PMIS 

PH  -  payroll  hold  encumbrance 
PY  -  monthly  accounts 

payable  payroll 
PY  -  PMIS  accounts 

payable  payroll 


not  later  than  June  30 

June  1 

week  of  June  19-June  25, 

warrant  #52 
week  of  June  2 7 -June  30, 

warrant  #1 
not  later  than  June  30 

not  earlier  than  July  1 

not  earlier  than  July  1 


SECTION  5  -  Cash  and  Revenue  Management 


CR  -  cash  receipt 

ER  -  expenditure  refund 

CB  -  contract  backout 

AR  -  cash  return  of  advance 

TR  -  treasury  receipt 

RF  -  revenue  refund 


not  later  than  July  6 
not  later  than  July  6 
not  later  than  July  6 
not  later  than  July  6 
not  later  than  July  6 
not  later  than  June  24 


SECTION  6  -  Special  Accounting  and  Adjusting 


EX  -  expenditure  correction 
JV  -  journal  voucher 
IV  -  intergovernmental  voucher 
OT  -  operating  transfer 


not  later  than  June  24 
reserved  for  CTR  only 
not  later  than  June  24 
not  later  than  June  30 


SECTION  7  -  Generally  Accepted  Accounting  Principles 

not  later  than  July  29 


IN  -  accounts  receivable 
GP  -  estimated  receivable 

not  collectible 
GP  -  estimated 

receivable  deferred 
GP  -  accounts  payable 

lease  information 
GP  -  compensated  absences 
GP  -  material  and  supplies 

inventory  information 

-  fixed  assets  information 

-  assets  held  in  trust 

information 


not  later  than  July  29 

not  later  than  July  29 
not  later  than  July  29 
not  later  than  June  24 
not  later  than  July  29 

not  later  than  June  24 
June  24,  adjustments  if 
any  by  July  29 

not  later  than  July  29 


42 


SECTION  10:   List  of  Resource  and  Assistance  Persons  in  Of- 
fice of  Comptroller 

General  Questions  -  MMARS  Helpline,  727-5995,  or  MMARS  Im- 
plementation Coordinator,  727-5000  ext. 
250 


Appropriations 
Management 


F.  Crowley  or  member  of  the  Implement- 
ation and  Account  Team,  727-5000  ext. 
250 


Encumbrance  Mgmt.  -  G.  Campos  or  members  of  the  Vendor  Pay- 
ment and  Certification  Unit,  727-5000 
ext.  327 


Advance  Mgmt. 


G.  Campos  or  members  of  the  Vendor  Pay- 
ment and  Certification  Unit,  727-5000, 
ext.  327 


Payroll  Mgmt. 


Cash  and  Revenue 
Management 

Adjusting 
Entries 

GAAP 

Records 
Management 


-  A.  Dente  or  members  of  the  Payroll  Unit, 
727-5000,  ext.  310 

-  E.  Dickstein  or  members  of  the  Account- 
ing Bureau,  727-5000,  ext.  236 

-  J.  Cadorette  or  members  of  the  Account- 
ing Bureau,  727-5000,  ext.  236 

-  MMARS  Helpline,  727-5995 

-  K.  O'Leary  or  members  of  the  Support 
Services  Bureau,  727-5000,  ext.  393 
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